Portsmouth, Virginia Police Department 


Department Organization 
Training and Certification ADM| 29 
Effective: 09.20.12 5 pages 
Supersedes: | 12.01.98 | CALEA: 33.2.4, 33.4.3 (æh), 33.5.1 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines for initial and continued training of Department employees, and 
for meeting state certification requirements for sworn personnel. 


POLICY: In accordance with requirements mandated by Virginia State Code and the Department of 
Criminal Justice Services (DCJS), all sworn personnel will successfully complete basic training and 
certification, and in-service training for continued re-certification. The Department will ensure that all 
employees receive instruction, training, guidance, and supervision for the purpose of acquiring the 
necessary knowledge and skills to perform their jobs competently and efficiently. The department will 
also provide specialized and advanced training, wherever possible, to further enhance employee 
capabilities and to develop personnel for promotional opportunities. 


GUIDELINES: 
I. Training Division Personnel/Responsibilities: 


A. The Training Division is responsible for planning, scheduling, and coordinating all departmental 
training, for ensuring that personnel complete required training, for forwarding appropriate 
documentation to the Hampton Roads Criminal Justice Academy (HRCJTA), and for 
maintaining the department’s training records. Included on the Division’s staff, and under the 
direct supervision of the Division Commander, are the following sworn personnel: 


1. Training Division Sergeant - assists with planning, organizing, and scheduling training for 
department-wide needs. The Sergeant’s primary role is serving as the Field Training 
Supervisor, with the following responsibilities: 


a. Direct and review the field training program to ensure that all applicable training 
standards are met, and proper documentation is maintained. 

b. Meet regularly with Field Training Officers (FTOs) to address concerns, seek ideas, and 

develop new instructional methods or approaches. 

Conduct or provide documented training and/or in-service training for FTOs. (33.4.3 c) 
d. Provide assistance and counseling to new officers with identified deficiencies, document 
the deficiencies. take corrective action, and advise the Training Division Commander. 

e. Schedule and rotate assignment of trainees to a minimum of two, but preferably three, 
different FTOs. (33.4.3 f) 

f. Maintain open communication with Uniform Patrol Field Training Coordinators to ensure 
trainees are progressing and FTOs are conducting proper training. 

g. Review documented evaluations conducted by FTOs on trainee progress at each training 
cycle conclusion and maintain evaluation documentation. (33.4.3 h) 

h. Review trainee progress with FTOs at each training cycle conclusion and maintain 
evaluation documentation. 


A 
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i. Organize final evaluation rides with a Field Training Coordinator for each trainee prior to 
release for solo duty, make recommendations for release, and complete and forward 
required DCJS state certification forms. 

j. In any case of a trainee’s failure to complete field training within a year after their hire 
date, prepare for submission to the Chief of Police a recommendation for either 
termination or training extension, and provide supporting documentation from FTOs of 
continued unacceptable performance. 


2. Career Development Counselor (CDC) - The CDC is a sworn officer assigned to the police 
academy who serves as primary contact for department personnel attending training at the 
academy, and as liaison between the academy and the department. The Training Division 
Sergeant supervises the CDC, but he or she works at the direction of the academy director for 
task related purposes only. The CDC’s duties include: 


Supervise recruits while in basic training at the academy. 

Maintain attendance and training records of recruits. 

Certify attendance of personnel attending in-service or other training at the academy. 

Assist in scheduling and coordinating training, including locating resources and technical 

assistance. 

e. Maintain communication with the Training Division Sergeant on the progression of 
recruits while attending the basic academy. 

f. Liaison between the academy staff and the FTO Supervisor to ensure that FTOs are 

aware of any new skills or subjects taught at the academy that would impact FTO 

training. (33.4.3 d) 


ang 


3. Range Master - The Range Master handles and coordinates all aspects of firearms training for 
the department under the supervision of the Training Division Commander. The Range 
Master’s duties and responsibilities are covered specifically in ADM-22, Firing Range and 
Firearms Qualifications. 


4. Staff Instructor — The Staff Instructor reports to the Training Division Sergeant, and is the 
primary contact for instructors and personnel when training orders are received. The 
following are daily responsibilities: 


a. Coordinate instructors for basic training at HRCJTA with the CDC. 

b. Coordinate, organize, plan, and distribute line-up training for department personnel and 
maintains records. 

c. Coordinate in-service training for sworn personnel, issue training orders, instructor 
orders, and forward missed assignments to the Training Division Sergeant for action. 

. Supervise all recruits including pre-hires and post-graduation personnel. 

e. Coordinate pre-hire programs and post-graduation academies to include classes, 

instructors and equipment. 


Il. Basic Training 
A. All entry level sworn personnel will complete state mandated basic training at an academy 
accredited through DCJS. If graduated from an academy other than the one with which this 
Department is affiliated, a new officer will be required to attend the Department’s in-house 


academy for familiarization with this department’s procedures and paperwork, and will 
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participate in modified field training, if prior separation from law enforcement is within DCJS 
regulations. (33.2.4) 


1. For the duration of their academy training assignment, recruits fall under the supervision of 
the Training Division. 


2. Recruits will obey all rules and regulations of the academy and the department, and will 
make every effort possible to learn and excel in their training. 


3. Problems encountered by recruits at the academy will be brought to the attention of academy 
staff for attempted resolution before being referred to the Training Division. The CDC 
should be notified to handle situations at the HRCJTA. 


4. Recruits must complete all requirements of their training to the satisfaction of the academy, 
DCJS, and the Portsmouth Police Department. 


5. Ifa recruit fails a DCJS required job task objective, or fails to respond to training, the Chief 
of Police, with information and input from academy personnel and Training Division staff, 
will decide whether to retain the recruit and provide remedial training outside academy 
hours, retain the recruit and enroll him/her in the next academy session, or terminate the 
recrult. 


6. Recruits will report to the Staff Instructor while in pre and post programs. Recruits will 
report to the CDC while at the basic academy. 


7. Recruits will be given a manual on their first day of employment that includes rules and 
regulations of the Training Division, the HRCJTA and selected Portsmouth Police 
Department policies. The manual is reviewed with them, they must sign and date after 
reviewing, and this form is kept in their files. 


III. Field Training 


A. Upon graduation from the police academy, new officers must successfully complete the Post 
Graduation Academy and field training in order to receive state certification and be qualified to 
work solo. Officers transferred to specialized units may be assigned initially to a field training 
program tailored to the specialized position. This phase of training is performed by Field 
Training Officers (FTOs) who work under the supervision of their respective Bureau 
Commanders, but at the direction of the Field Training Coordinators for training related duties 
only. FTOs are responsible for training and evaluating the trainees assigned to them. 

(33.4.3 a, c, g, h) 

B. Selection to FTO will be made in Accordance with ADM-45, Collateral Duties. If an FTO 
wishes to resign from the program, he/she will send a letter to the Training Unit Sergeant and a 
meeting will follow to discuss the circumstances. The Training Division Sergeant will document 
deficiencies with FTOs and forward them to the Training Division Commander and Uniform 
Patrol Bureau Commander. Progressive discipline will follow to correct deficiencies. If they are 
not corrected, recommendation will be made to remove the FTO from the program. Applicants 
for FTO positions must meet the following qualifications: 
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1. Completed two years of service with the police department in the unit where the FTO 
position will serve, with the 2-year anniversary date occurring prior to the application date. 


2. Successfully complete the FTO school prior to assuming FTO duties. 


3. Demonstrate thorough knowledge of proper police techniques and procedures, excellent 
interpersonal relations and conflict management skills, excellent writing skills, and ability to 
perform evaluations systematically and impartially. 


4. During the year prior to the proposed date of appointment as FTO, have received no 
discipline related to a second group offense, and have exhibited no serious performance 
deficiencies. 


IV. In-Service Training (33.5.1) 


A. DCJS requires that all sworn personnel receive forty (40) hours of in-service training bi-annually 
to maintain law enforcement certification. This training must be approved by DCJS, and must 
include four (4) hours of legal training, two (2) hours of cultural diversity training and thirty-four 
(34) hours of elective career development training. Annual firearms qualification is also 
required, and is covered in ADM-22, Firing Range & Firearms Qualifications. Responsibilities 
regarding the fulfillment of in-service training requirements are as follows: 


1. The Training Division will schedule and coordinate all department training, maintain training 
records, ensure that personnel complete required training and forward appropriate 
documentation to the HRCJTA. 


2. Supervisors will assist in the scheduling of personnel, including ensuring that personnel have 
required information and equipment, and are free from duty or on call status. Supervisors 
will notify the Training Division as soon as possible if an employee is unable to attend 
scheduled training. They also will ensure that any necessary documentation is promptly 
forwarded to the Training Division. 


3. Personnel attending training will obey all rules and regulations of the school being attended, 
make a diligent effort to learn and meet school requirements, attend all classes in entirety 
unless absence is authorized by appropriate authority, and obtain and forward appropriate 
documentation to the Training Division. 


4. Personnel scheduled to attend law enforcement training elsewhere within Virginia will 
determine if the training has been pre-approved for in-service credit. If so, the attending 
personnel will request from the school a DCJS Service Credit Transfer Form be completed 
and forwarded or mailed to the Training Division. 


V. In-Service or Partial In-Service Credit for Training 
A. In-service or partial in-service credit may be obtained for law enforcement or related training 
received through sources other than the academy or the Training Division. DCJS will evaluate 


the training and assign hours of credit. In order to receive credit for the training, personnel must 
comply with the following procedures: 
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1. Personnel attending school, which has a not been pre-approved, or is located outside 
Virginia, will obtain from the Training Division a Partial In-Service Credit Form. Personnel 
will return this form, signed by the class instructor, to the Training Division along with 
copies of the course curriculum and class roster, so that partial in-service credit can be sought 
through DCJS. The Training Division must receive these items in time to submit them to 
DCJS within sixty (60) days of the school completion date. 


2. Sworn personnel attending college courses related to law enforcement, and maintaining at 
least a “C” grade, can receive in-service credit by completing a College Course In-Service 
Credit Application, and having the course instructor complete a College Course In-Service 
Credit Attest. Both forms are obtained from, and must be returned to, the Training Division 
promptly to allow compliance with the sixty (60) day submission deadline set by DCJS. 


APPROVED: 


Edward G. is, Chief of Police 
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